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Magic Portal Logon Information

The website address used to access MAGIC is: https://portal.magic.ms.goV/irj/portal.
Note: If you have difficulty with viewing the training course, please review MAGIC
Technical Requirements on the MMRS website for compatibility issues.

If you have problems with your user ID or password, call the MMRS Call Center at 601-359-
1343. Select Option 1 (Security), Sub-option 1 (MAGIC).

Having password problems? Please

dick on this link for help...
User* |
Password *
MAGIC is the Mississippi Accountability System

for Government Information and Collaboration.

If you need access oradditionalinformation

please go to the http:/Awww. mmrs state. ms.us

website.

Once you log into MAGIC the following screen will appear.

L L 5 g £

‘y‘ " “‘ H [ l.‘, Mississippi Accountability System for Government Information and Collaboration Log off

History Favorites View Help Welcome: Katie Womack

5 o — — — — — — »
[ / = = = = = E :
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir ad

Overview Universal Worklist Identity Management
Home > Overview Full Screen

~

MAGIC Information
<<< PRE PROD =>>

Asset Transfer Enhancement
Posted on Tuesday, July 21m 2015 at 10:30 am
When using T-Code ZFAA_SAGY, MAGIC will now

allow you to transfer more than 10 assets at a single
time. Click here for additional information.

To view previous MAGIC information, please review
the list on the MAGIC webpage.

If you are a state employee or contract worker and
would like to receive MAGIC Information via MASH,
send a request to: mash@dfa.ms.gov with

"MAGIC Email Request" in the subject line. You will

only need to send one email to be added to the v
email group and will receive the updates via email

< > 4
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Schedule A Course (Class)

The purpose of this procedure is to schedule a session of a course type from the catalog.

Your Action... System Response...
1. Select the Training Administrator Tab. The following screen will appear.

“‘ ;". H l [)‘ Mississippi Accountability System for Government Information and Collaboration e

History Favorites View Help Welcome: Katie Womack

— e g T g »

= E E E E E o E .
Home Employee Self-Service External Leamner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -

QOverview Reports

Training Administrator > Overview > Courses

Work Overview

Worklist of Courses =15
Courses
Participation ctive Queries
Courses ThisWeek(23) Next2Weeks (0) This hlonth (0) NextMonth (0

Correspondence
Course Follow-up Last2 Weeks (0) LastMonth (0)

Catalog

Courses - This Week

Content Administration

Change Query Define New Query Personalize

Resources = o = 5
View] (Standard View] = ‘ ‘ Change Course ‘ ‘ | Manage Participation | ‘ | Correspondence Worklist ‘ ‘ ‘ Follow-Up | ‘ | Firmly B-:m.l ‘ ‘ Print Version Filter
Infrastructure Settings
- Services E. Course Name Status of Course Preparation Capacily  Start Date, Time Location n
TEST ONLINE COURSE [+ oCco n
Course
ACCESS CHANNEL FOR EMPLOYEES & oca
' Schedule a Course Date
‘ BASIC SUPERVISORY COURSE - CENTRAL @00 OC@ 04282016 08:30:00 | SOUTH MS STATE HOSPITAL
* Create Web-Based Training
‘ CERTIFIED MS PURCHASING AGENT (CMPA; ©oa OOC@ 04282016 08:30:00 | WOOLFOLK
* Change Course
_ CPM LEVEL Il - CENTRAL [+ OOC@ 05022016 08:30:00 | WOOLFOLK n
* Manage Course Participation

LastRefresn05/02/2016 12:11:30 pm CST Refresh [=]

cribe Participant to Cour

* Cancel Course

* lockflinlnck Conres

Your Action... System Response...
1. Select Courses.

2. Select Schedule a Course Date. The Create Course Date screen will appear.
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T2 Schedule a Course Date - State of Mississippi - MAGIC Portal - Windows Internet Explorer

F9%2Fd4aB69201 cca352!

=7 https://portal.magic.ms.govi/irj/portal?Navigation Target= navurl%

Create Course Date

Change Period

Period: 01/01/2016 - 12/31/2016
(® Search in Course Catalog

(" Keyword Search

Course Catalog
Course Group Delivery Method
» Legacy Conversion

L

} Unassigned Course Types

S0OMS Catalog

0ecd9e375e8514 &Executel ocally=trueCurrer

Availability Start Date
01/01/1900

01/01/1900

WID14622869

Location

|

supportinitialNavhodesFilter=true&PreviavTarget= @

Your Action...

System Response...

3. Select the |* | next to the SOMS

A list of agencies providing training will

Catalog. appear.
Create Course Date Help
Period:01/01/2016 - 12/3112016
(@ Search in Course Catalog
(" Keyword Search
Course Catalog
Course Group Delivery Method Availability Start Date Location n
w S0MS Catalog 01/011900
b Dept of Employment Security Catalog 01/0111900
b Finance and Administration Catalog 01/011900
P Dept of Human Services Catalog 01/011900
b MS Development Authority Catalog 01/011900
» Department of Health Catalog 01/011900
» Public Employees Retirement Sys. Catalog 01/011900
} State Personal Board Catalog 01/011900

» Unassigned Course Types
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Your Action...

System Response...

4. Locate the agency providing the training
course.

A list of training Course Groups will appear.

Create Course Date

Period 01/01/2016 - 12/31/2015 | Change Perid

(& Searchin Course Catalog

{ Keyword Search

Course Catalog

Course Group Delivery Method Availability
w Finance and Administration Catalog
P GENE
SAAS
PROFESSIONAL DEVELOPMENT
STIMULUS 360
ACCESS CHANNEL FOR EMPLOYEES

MATA/CONTRACT AWARD

v v v v =

8PAHRS

P SPAHRS MANAGE CONTRACTST... Instructor-led Training
P SPAHRS HUMAN RESOURCEST.
b SPAHRSPAYROLLATOZ

P SPAHRS TRAVEL TRAINING
COGNOS

Instructor-led Training
Instructor-led Training

Instructor-led Training

PROGRAMMING

M3 ENTERPRISE LEARNING MGMT 5Y5
PAYMODE

DFA-MMRS STAFF ONLY
SPREADSHEET

MAGIC END USER TRAINING

v v wwvwww

Start Date
01/0111900

Location -

01/0111900
01/0111900
01/01/1900
01/0111900
01/0111900
01/0111900
01/01/1900
01/011990
01/01/1990
01/0111990
01/0111990
01/0111900
01/01/1900
01/0111900
01/0111900
01/01/1900
01/01/1900
01/0111900

Your Action...

System Response...

5. Select the Course Group and highlight
the Course to be taken.

6. Select Start.

The Create Course Date screen will appear.
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Create Course Date

E 50000250 Status Planned Start Date/End Date 04/11/2018 - 12/31/999% Location Course Owner Delivery Method Instruct:
Course Duration 0.00 Hours on 0 Days Language English Places Available 14

Basic Data ’/ Rooms and Materials. ’/ Instructors ’/ Qualifications and Target Groups ’/ Prices and Costs ’/ Links ’/ Control Parameters

General Description
Name: |CUSTOI.'I[ZING EXCEL 2000 AND USING r.'IACP.| Text Language: |English
Short Text: * QCEXZKE Description | Courze Content [ Notes More...

Assigned Course Group: TS SPREADSHEET

Description Type: |Extended Course Text ||

Course Language: [English [r]
- Enter description below:
L ¥
ocation | | Eai
Training Provider: [ =]
Status: |P|EI1I'IEH:| | v|
Organization: [Internal [=]
Booking: Booking Allowed
Schedule
Earliest Possible StartDate: | [
Course Start: Saturday, 00/00/0000, 00:00 Tm. Price
Course End: Saturday, 00/00/0000, 00:00 Tm. .
) Internal Price: | 150.00 [UsD 7]
Duration: 0.00 Hours on 0 Days
Change Schedule External Price: | 450.00 [UsSD =]
Your Action... System Response...
7. Search for the desired Location* by The Course Location (Title): All Values
selectingﬂ. search screen will appear.

Course Location (Title): All Values E m

| Hide Filter Criteria

Personal Value List Settings

Search term: O || | '::>

E Restrict Mumber of Value List Entries To 500

[ StartSearch || Reset |
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Your Action... System Response...
8. Select Start Search to find the desired A List of available Locations will appear.
location.
Description
Course Location (Title): All Values
w Hide Filter Criteria Personal VYalue List Settings
Search term: < | | '::}
|w Restrict Number of Value List Entries To 500
| Start Search | | Reset |
Objectabbr. = Mame Start date End Date "~
301 BLDG ROBERT G CLARK BLDG 01/01/1900 12/31/9999
AG-ETHMIC AC & FORESTRY MUS - ETHMI...  01/04/1900 12/31/9999
AMORY WIN AMORY WIN CTR 04/01/1900 12/31/9999
ARCHIVES ARCHIVES AND HISTORY 04/01/1900 12/31/9999
BATSYLE-WIN BATESVILLE WIN CTR 041/01/1900 12/31/9999
BILOXI-WIN BILCXI WIN CTR 01/01/1900 12/31/9999
BREHVM-WIN BROOKHAVEN WIN CTR 01/01/1900 12/31/9999
CARTHG-WIN CARTHAGE WIN CTR 04011900 12/31/9999
CLRKSDL-WIMN CLARKSDALE WIN CTR 04011900 12/31/9999
CLVLMND-WIN CLEVELAMND WIN CTR 041/01/1900 12/31/9999 =
Your Action... System Response...

9. Select the desired location by
highlighting the row and select the OK.

The system will populate the location on the
Create Course Date.

10. Search for the Training Provider by
selecting theﬁ.

The Training Provider search screen will
appear.
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Create Course Date E m
Training Provider
Search Term: |ITS |
Select Course Provider Type
Provider Type: | All | - |
Find
List
Provider Provider ID Provider Ty... (Organization |E|
ITS - Information ... 7000000177 Customer
TS - Internal Serv__. 7000000178 | Customer
TS - Security Ser._. 7000000179 Customer
ITS - Telecommun._.| 7000000180 Customer
TS - WCC Operat._. 7000000181 Customer |E|
Select
Your Action... System Response...

Find.

11. Enter agency name and select the

and choose Select.

12. Highlight the desired training provider

The system will populate the training provider
on the Create Course Date.
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Create Course Date

Help
E 50000321 Status Planned Start Date/End Date 05/02/2016 - 12/31/9999 Location ROBERT G CLARK BLDG Course Owner Delivery Method Instructor-led Training
Course Duration 6.00 Hours on 2 Days Language English Places Available 15
" Basic Dala Rooms and Materials Instructors Qualifications and Target Groups Prices and Costs - Links Control Parameters Contacts - Stalus Overview - Participants
General Description
Name: ‘SF’AHRS MANAGE CONTRACTS TRNNN Text Language: English
Short Text = DFACW More... [{E]
Assigned Course Group SPAHRS
Course Language: Engiish [~ Description Type: [Extended Course Text | ¥ |
Location: = ‘ROBERT G CLARK BLDG ‘ﬁ” Enter description below:
Edit
Training Provider: DFA-MMRS US-Jackson
stats: R —
o] i Internal —
Booking: Booking Allowed
Schedule
Earliest Possible Start Date: [05/022016  [[[5]]
Course Start: Monday, 05/02/2016, 08:30 Tm. Price

Course End Tuesday, 05/03(2016, 16:00 Tm. Intemal Price: [uso [
Duration: 6.00 Hours on 2 Days

Capacity

Course MinfOphax =

Your Action...

System Response...

13. Use the drop down menu for
Organization to select “Internal” or
“External.”

14. Select the Change Schedule.

The Change Schedule screen will appear.

Earliest Possible Start Date: [05/02/2016  [[]]

Schedule Model: [OME HALF DaY =l

Weekday: Any Ed

|1 Period without Days Off

| TRecurring Dates

Apply Changes

Schedule

| Change Manually I

Add Period || Delete Period

Date Weekday Start Time
05/02/2016 Monday 08:30:00 am
05/03/2016 Tuesday 01:00:00 pm

Fersonalize

End Time n

11:20:00 am
04:00:00 pm

a
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Your Action...

System Response...

15. Select the Change Manually to enter a
date and time.

16. Enter the date and Schedule and select
Apply Changes.

17. Select OK.

The changes will appear on the lower level.

18. Select the Save.

A Course created message will appear at the

top left hand corner.

19. Select the Close.

Manage Course Participation

Use this procedure to add participants to a course.

Your Action...

System Response...

1. Select the Training Administrator Tab.

RGeS

History Favorites View Help

= = =

=

Overview Reports

Courses

4 Training Administrator > Overview >
Work Overview
Worklist of Courses
Courses

Participation (ETDETIED

Mississippi Accountability System for Government Information and Collaboration

= =

Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir

Courses This Week (26) Next 2 Weeks (0) This Month (0) Next Month (0

Correspendence
Course Follow-up Last2Weeks (0) LastMonth (0

Catalog
Courses - This Week

Content Administration

Change Query Define New Query Personalize

Log off

Welcome: Katie Womack

Resources
View! [Standard View] = | ‘ Change Course ‘ | ‘ Manage Participation ‘ | ‘ Correspondence Worklist ‘ | | Follow-Up | | | Firmly Book ‘ | ‘ Print Version Filier
Infrastructure Settings
« Services E. Course Name Status of Course Preparation Capacity ~ Start Date, Time Location n
TEST ONLINE COURSE [+ ooa n
Course
ACCESS CHANMEL FOR EMPLOYEES & [een]
* Schedule a Course Date
‘ CPMLEVEL Il - CENTRAL [+ OO@ | 05022016 08:30:00  WOOLFOLK
* Create Web-Based Training
‘ KEEPING IT SAFE 2015-2018 & OO@ | 05042016 08:30.00 REGIONS PLAZA
* Change Course
KEEPING IT SAFE 2015-2018 [+ OO@ | 05102016 08:30.00  REGIONS PLAZA n
* Manage Course Participation

* Subscribe Participant to Cour

* Cancel Course

* locklinlack Conraa

Last Refresh05/03/2016 09:53:45 am CST Refresh [5]

Your Action...

System Response...

2. Select Courses.

3. Select Manage Course Participations.

The Manage Course Participations screen
will appear.
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oo - ~
Manage Course Participations Help | ™
FStart
Period: 01/01/2016- 127312016 | Change Period

(® Searchin Course Catalog
(" Keyword Search
Course Catalog
Course Group Delivery Method Availability Start Date Location
p Legacy Conversion 01/01/1900
01/01/1900
b Unassigned Course Types
v
< | | >
.
Your Action... System Response...
Manage Course Participations Help | A
Period:01/01/2016 - 12/31i2016
(@ Search in Course Catalog
(" Keyword Search
Course Catalog
Course Group. Delivery Methad Availability Start Date Location (=]
w SOMS Catalog 01/0111900
b Dept of Employment Security Catalog 01/01/1900
~  Finance and Administration Catalog 01/0111900
» GENIE 01/0111900
P SAAS 01/01/1900
» PROFESSIONAL DEVELOPMENT 01/01/1900
» STIMULUS 380 01/01/1900
} ACCESS CHANNEL FOR EMPLOYEES 01/0111900
}  MATA/CONTRACT AWARD 01/01/1900
~ SPAHRS 01/0111900
~  SPAHRS MANAGE GONTRAGTS T...  Instructor-led Training 01/0111990
= SPAHRS MAMAGE CONTRACT. 14 Places Available 04/22/2016 301 BLDG
= SPAHRS MAMAGE CONTRACT. 14 Places Available 04/25/2016 301 BLDG
= SPAHRS MANAGE CONTRACT. 15 Places Available 04/25/2016 301 BLDG
= SPAHRS MANAGE CONTRACT. 14 Places Available 04/26/2016 WOOLFOLK
= SPAHRS MANAGE CONTRACT. 15 Places Available 04/26/2016 301BLDG
- SPAHRS MAMAGE CONTRACT. 15 Places Available 04/26/2016 301BLDG =
= SPAHRS MANAGE CONTRACT.. 14 Places Available 04i2712015 WOOLFOLK
= SPAHRS MAMAGE CONTRACT.. 7 Places Available 04/28/2016 WOOLFOLK e
<| | >
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Your Action... System Response...

Locate the agency providing the training A list of training Course Groups will appear.

course.

6. Select the Course Group and highlight
the Course to be taken.

The Manage Course Participation screen will
appear.

7. Select Start.

Manage Course Participations

Start Date/End Date O04/20/2016 - 042002016 Location ROBERT G CLARK BLDG

E 50000250 Status Firmly Booked

Course Duration 2.00 Hours on 1 Days Language English Places Available 14
Participants |’ Basic Data Rooms and Materials | Instructors Qualifications and Target Groups - Prices and (
Capacity
Kinimum: 3 Optimum: 9 Maximum: 14
Booked Participants (0) Cancelled participants (0} Prebookings (0} Waitlist (0}
|| Book Additional Participants | Change Participation Cancel Participation Replace Participant || Rebook Participant Change Fee
Participant Company Booking Priority Places Fee Currency

Your Action... System Response...
8. Select Book Additional Participants. The Book Additional Participants screen will
appear.

Book Additional Participants
Places Available: Mormal Bookings: 7 Essential Bookings: 7

Additional Participants

Add Row Delete Row
Settlement Met Settlement De

~ Participant Company Booking Priority Places Fee Currency

| Mormal - 1 10.00 USD
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Your Action... System Response...

The Select Participants screen will appear.
9. Select the E on the first row by P PP

Participant.
10. Enter a name in the Search Term Field
and select “Find.”

Select Participants @ m

Participant

Search Term: | smith

Select Participant Type
Participant Type Persan Ed
Find

List
Participant Participant Ty...  Organization n
Smith , James B Person 05000070 ﬂ
Smith , Cynthi... Person 09414045
Smith , David A Person 07110282
Smith , Debra... Person 03721908
Smith , Veronica Person 06710307 H

Select
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Your Action...

System Response...

11. Highlight the person to be added to the
course and choose Select.

The system will populate the Person on the
Book Additional Participants screen.

Additional Participants

* Participant Company Booking Priority Places Fee Currency Settlement Method Settlement Details
James B Smith B 05000070 Normal hd 1 150.00 USD Activity Allocation Cost Center: 1501...
MNormal 1 150.00 USD
LoK |
Your Action... System Response...
12. Select OK. A Patrticipant was successfully booked

message will appear at the top left hand
corner.

13. Select Close.

NOTE: If more than one person needs to be added to the course, select the “Add Row” button.

Firmly Book A Course

The purpose of this procedure is to change a class to a “firmly booked” status. When a course
status is “planned,” participant priority can be changed. Note that no emails will be sent to
participants until a course is listed as “firmly booked.” You will not be able to firmly book a course

if no participants have registered.

Your Action...

System Response...

1. Select the Training Administrator Tab.

2. Select Work Overview.

The Worklist of Courses screen will appear.
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AL N = . 5
1‘1 ) ﬁ I 1_1 Mississippi Accountability System for Government Information and Collaboration Log ¢
History Favorites View Help Welcome: Katie Womay|
" = - = ™ "
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir
Overview Reports
Training Administrator > Overview > Waork Overview Full Screet
Work Overview =
Worklist of Courses E [j
Courses
Participation (RO EIIND
Courses This Week (26) MNext 2 Weeks (38) This Month (0) Nesxt Month (0

Correspondence
Course Follow-up Last2 Weeks (0) LastHonth (0)

Catalog

Courses - This Week

Content Administration

[Change Queryfl Define New Query Personalize

Resources = — =
View! Sandaraview] | | ‘ Change Course | | ‘ Wanage Participation | | ‘ Correspondence Worklist ‘ | ‘ Follow-Up | | FFWHED-}L | Filer
Infrastructure Print Version |[ £xpor 4 Settings
E Course Name ‘Status of Course Preparation Capacity  Start Date, Time Location n
TEST ONLINE COURSE o oca n
ACCESS CHANNEL FOR EMPLOYEES o oco
‘ CPM LEVEL Il - CENTRAL [e] OC@ 05/02/2016 08:30:00  WOOLFOLK
‘ KEEPING IT SAFE 2015-2018 o OC@ 05/04/2016 08:30:00  REGIONS PLAZA
KEEPING IT SAFE 2015-2016 (o] OC@  05/10/2016 08:30:00  REGIONS PLAZA n
I 1 o
Last Refresh05/03/2016 12:16:18 pm CST Refresh @
< >

Your Action... System Response...
3. Select Change Query. This action will allow you to refine the
courses shown on the Worklist.
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Worklist of Courses

Delivery Method

Language

Change Query ‘Next 2 Weeks' (Object Type: Course Next 2 Weeks)

Delivery Method: & o

Language:

[=]

Location

Location: _

Period in the Past

Period in the Past: :l
Unit [ T+

Period in the Future

Period in the Future: :l

Unit [ I
Period
Periog: | |
End: _ 7]
Preview | Criteria Personalization
Your Action... System Response...

4. Apply any changes to search parameters
by selecting 7 or drop down boxes.

5. Then select Apply.

Your search results will show on the Worklist
of Courses
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Courses - Next 2 Weeks

Views:| [Standard View]

|v| | | Change Cuur5e| | | Manage Participation | | | CnrrespundenceWurklist| | Follow-Up

||| Firmty Book ||| | Print Version || Export 4

E. Course Mame Status of Course Preparation

Capacity Start Date, Time

HOT BUTTONS: USING PERSONALMTY TYPE TO M (o3 oCa 041272016 08:30:00
HUMAN RESOURCE CERTIFICATION PROGRANM-PRO | & oca 04/21/2016 08:30:00
HOT BUTTONS: USING PERSONALMY TYPE TO M < oca 04/20¢62016 08:30:00
CPI LEVEL | o] C:Og 04/2002016 08:30:00
CUSTOMIZING EXCEL 2000 AND USING MACROS Lo} oCa 042042016 08:30:00

Your Action...

System Response...

6. Select the course that needs to be firmly
booked by highlighting the row and select
the Firmly Book.

NOTE: You cannot change a course to
firmly booked unless someone has
registered.

A Firmly Book screen will appear.

Do vou want to firmhy book the

@ course?

Your Action...

System Response...

7. Selecct Yes.

A “Course was firmly booked” message will
appear at the top left hand corner.

View Or Print Roster

The purpose of this procedure is for Training Administrators to print or view the roster for a class
for their agency. Attendees must be approved by their agency approver before they will appear

on this report.

NOTE: SAP GUI is required for this procedure.

Your Action...

System Response...

1. Select the Training Administrator Tab.

2. Select Reports.

A list of reports appears.
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_\lj_;f ": H _l' ijl Mississippi Accountability System for Government Information and Collaboration
A

History Favorites View Help

=

Suppliers Self-Service

=

Procurement

= =

Employee Self-Service External Learner

5=
Home

Overview

» Training Administrator =

Reports = Reports

Participation
Course Transcript Report
Generates Transcripts for all Partcipants.
Booking Approval Status Report
Displays Booking approvals for all Participants
Participant List
‘Generate a list of internal and external participants of all courses selected.
Attendance List I

Generals attendance sheet for course participants.
Bookings per Participant
‘Generates a list of courses booked for an internal or external participant in a specified period.

= |~ ]

Training Coordinator

=

General Applications

e-Grants. Course Administration

Training Administrator Cef

Courses

Course Demand

Generate a list of the demand per course type. This|
Course Schedule

Display the schedule for courses specified.
Course Appraisals

Change/View Appraisal documents for courses
Course Dates

Generates a list of course dates scheduled per coy
Resource List per Course

Create a list of required resources (rooms, instruct

Your Action...

System Response...

3. Select Attendance List.

The Attendance List screen will appear.

v

Attendance List
27

v dEBICe@ CHE

‘ourse Selection

0480 ERE i

(O Course Group

(O Course Type

(®) Course
Object ID
Search Term

‘eporting period
O Today

(O Current month

(® Current Year O Future [

Other period J

‘ormatting Options

Your Action...

System Response...

In the Course Field select Instructor-
Led.

The Choose plan version window will appear.

Select the E box for Current Plan.

Select the (! for the Object ID in order to
search for the class roster.

The Choose Course screen will appear.
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LilIIIIlIllllIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIEEH
Name D Code vald from | V...
~ 34 Event groups w/ pertnent event typs —
~ &1 50M5 Catalog L 40000125 SOMS CATAL... 01/01/1900 Unlim ~
* [(J Dept of Employment Security (L 40000126 DES 01/01/1900 Unlim
* 34 Finance and Administration CatilL 40000127 DFA 01/01/1900 Unlim
+ [J GENIE L 40000135 GEMIE 01/01/1200 Unlim
= [(JsaA5 L 40000136 SAAS 01/01/1200 Unlim
» (1 PROFESSIONAL DEVELOPML 40000137 DFA-PROFDEY  01/01/12900 Unlim
+ [ STIMULUS 360 L 40000138 STIMULUS 360 01/01/1200 Unlim
» [ ACCESS CHAMNEL FOR EMRL 40000139 ACE 01/01/1200 Unlim
- 3 MATA/CONTRACT AWARD|L 40000140 MATA 01/01/1200 Unlim
- =3 SPAHRS L 40000141 SPAHRS 01/01/1900 Unlim
i @ SPAHRS MAMAGE COMD 41005573 DFACW 01/01/1990 Unlim
» [J[v] SPAHRS MANAG E 50000109 DEACW 04/22/2016 04/2:
= (I ] 5PAHRS MANAG|E 50000116 DFACW 04/25/2016 04/2F
= [J[ ] SPAHRS MANAG|E 50000309 DEACW 04/25/2016 04/2¢
« 1) SPAHRS MANAG E 50000310 DFACW 04/28/2016 04/2¢
» [ ] SPAHRS MANAG E 50000315 DEACW 04/26/2016 04/2¢
= (O[] 5PAHRS MANAG/E 50000321 DFACW 05/01/2016 05/0:
= [J[ ] SPAHRS MANAG/E 50000540 DEACW 04/26/2016 04/27
« [C1[") SPAHRS MANAG E 50000541 DFACW 04/26/2016 04/27
= 3| SPAHRS MANAG|E 50000558 DEACW 04/27/2016 04/2f ,
- @ SPAHRS HUMAN RESOUD 41005574 DFAHR 01/01/1990 Unlim o
4“0 =T r[» — D
&l
Your Action... System Response...
7. Place a check in the box to select the
class.
8. Sel [E The Object ID(s) transferred message will
- Select =& appear on the bottom left hand side of the

screen.
9. Set the reporting period if you would like The Participant List will appear.
to narrow the results for that class

offering. Then select the @ execute
button on the top of the screen.

Participant List

E-:'_?IWianrd = Organizational Assignment = Alphabeticaly

04/,14/72016 Course Attendance List 1

SELHES PRYROLL R TO Z of 04/15/7201& - 0471572014
Course Language E
Please complete missing participants” names in block letters

Participnt Org. Assignment Signature
Susan Perry 01610393
Catherine E Wagoner E 01610118
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Your Action...

System Response...

10. Select WinWord to open it in Microsoft
Word to be able to print the roster.

NOTE: You may have to close other Word applications in order for the roster to print.

Manage Course Follow-Up

The purpose of this procedure is to follow up on courses, including attendance, pass/fail results,

and proficiency if applicable.

Your Action...

System Response...

1. Select the Training Administrator Tab.

The following screen will appear.

History Favorites View Help

E E E = = E E = e
Home Employee Self-Service External Learner Suppliers Self e-Granis General Applications Training Coordi Course Admi Training i
Overview  Reports
4 Training Administrator > Ovenview > Courses
Work Overview
Worklist of Courses
Courses
Participation EDETIES
Correspondence Courses ThisWeek(0) Next2 Weeks (10) This Month (0) Next Month (0
Course Follow-up Last2Weeks (0} LastMonth (0}
Catalog
Content Administration Courses - This Week
Resources
Infrastructure View:[Standard View] [=] | [ Change Course | | [ Manage Pariicipation | || Correspondence Workiist | | [ Follow-Up | | [ Firmly Book | ||[ Print Version |[ Export 4
E. Course Name Status of Course Preparation Capacity Start Date, Time

~  Services

Course

* Schedule a Course Date

* Create Web-Based Training

* Manage Course Participation [4]]

* Subscribe Participantto Course|
* Cancel Course

* LockiUnloc

* Apy

Follow-Up

* Manage Course Follow-Up

Your Action...

System Response...

2. Select Courses.

3. Select Manage Course Follow-up.

The Course Follow-Up screen will appear.
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Course Follow-Up

> 1 2 3 4 5 i

Select Course Confirm Attendance Evaluate Participants Transfer Qualification Review and Save

4, Previous

Select a course for follow-up

Course Name: |sPAHRS | Location: | =]
Period: This Week [ =] Start Date: [04/18/2016 || End date: (04242016 lEa]

| lInclude courses that have already been followed up

Search Results
Course Delivery Method Start Date End Date Location
SPAHRS PAYROLLATO Z Instructor-led Training  04/22/2016 04/22/2016 ROBERT G CLARK BLDG

Your Action... System Response...
4. Enter the Course Name; the parameters
can be narrowed using the date range or

location.
5. Select Go. The Select Course screen will appear.

Course Follow-Up

» 1 2 3 4 5 i

Select Course Confirm Attendance Evaluate Participants Transfer Qualification Review and Save

4 Previous |[ Next b] | [ Close |

Select a course for follow-up

Course Name: |SPAHRS | Location: | 7]
Period: This Week || Start Date: |04/18/2016 || End date: [04/24/2015 ]

| JInclude courses that have already been followed up

Search Results
Course Delivery Method Start Date End Date Location
SPAHRS PAYROLLATO Z Instructor-led Training  04/22/2016 04/22/2016 ROBERT G CLARK BLDG
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Your Action... System Response...
6. Highlight the desired course by selecting | The Confirm Attendance screen appears.
the gray box in front of the course and
select Next.

Course Follow-Up

Selected Course SPAHRS PAYROLLATOZ

> 1 2 3 4 |

Select Course Confirm Attendance Evaluate Paricipants Transfer Qualific

4 Previous |Nex1 tl Close

Select the attendance of the participants

Participants
EL Participant Attendance

Perry , Susan Unconfirmed

Wagoner, Catherine E Unconfirmed

LAl Present || Al Absent |

Your Action... System Response...
7. Select the drop down arrow to mark the
attendance as present, absent, or
unconfirmed. You can also use the box
to mark All Present or All Absent.
8. Select Next to continue to Evaluate The Evaluate Participants screen will appear.
Participants
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Course Follow-Up

Selected Course SPAHRS PAYROLLATOZ

b 1 2 3 4

Select Course Confirm Attendance Evaluate Participants Transfer Cu

|4 Previous | | Next »| | | Close |

Assess the participants by selecting the appropriate value

Participants
E. Participant Paricipant Assessment Reason for Mot Passing
Perry , Susan Course Passed -
Wagoner , Catherine E} Course Passed o

[ All Passed | | All Mot Passed |

Your Action... System Response...
9. Select the drop down arrow to mark the
participants as “Course Passed,” “Course
Failed,” or “Not Rated” if applicable. The
“All Passed” or “All Failed” button can be
used to select all.
10. Select Next to move onto the Transfer The Transfer Qualification screen will appear.
Qualification section.
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Nao qualifications were found which could be transferred

I 1 2 3 4 5 -4

Select Course Confirm Attendance Evaluate Paricipants Transfer Qualification Review and Save

4 Previous |[Next »]] | [ Close |

Selectthe proficiency of the paricipants

Your Action... System Response...
11. Select the drop down box to select the
correct qualification. Not all courses have
qualifications.
12. Select Next. The Review and Save screen will appear.

Course Follow-Up

Selected Course SPAHRS PAYROLLATOZ

» 1 2 3 4 5

Select Course Confirm Attendance Evaluate Participants Transfer Qualification Review and Save

[4 Previous || Next »| | [ Close |

Review the entries for the course and save

|v" Flag course as followed-up when saving date

Participants
EL Participant Attendance Paricipant Assessment Reason for Mot Passing  Qualification  Proficiency
Perry, Susan Present Course Passed
Wagoner, Catherine E  Present Course Passed

Your Action... System Response...

13. The “Flag Course as followed-up when

saving data” box MUST be checked in

order to flag the course as followed-up.

14. Select Next. A “Detailed follow-up information has been

saved” message will appear at the top left
hand corner.

15. Select Close.
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Printing Course Certificate

The purpose for this procedure is to allow Training Administrators to provide a certificate of
completion to participants in a course. There is a required template that is used to complete this
process; administrators must have it saved on the computer. This action will also require SAPGUI
installation on the computer to be used to print the certificate.

Your Action... System Response...
1. Select the Training Administrator Tab. The following screen will appear.

E E [t E E E

(GUI General Applications Content Management Training Administrator Instruction and Tutoring Course Adminisiration HR Adminisirator

Overview Reports

Training Administrator = Overview > Courses

Worklist of Courses

Active Queries
Course

Courses pastweek (2) This Week (13) Next2 Weeks (35) This Month (0} Next Month (0}
Course Follow-up Last2 Weeks (0) LasiMonth (0)

* Schedule a Course Date

* Create Web-Based Training

* Change Course Courses - past week

* Manage Course Parficipation

* Subsenibe Participant io Cou \.ﬂew: | | Change Course | ‘ | Manage Participation | | ‘ Correspondence Wnrklisl| | | Follow-Up | ‘ D
* Cancel Course

* LockiUnlock Course E Course Name Status of Course Preparation Capacity StartDate, Time Locat
* Appraisals SPAHRS MANAGE CONTRACTS TRAINING OC@ | 04/22/2016 020000 ROBH

Follow-Up BASIC SUPERVISORY COURSE - CENTRAL OCO 041172016 08:30:00 ROBE

* Manage Course Follow-Up

* Print Cerificate

Your Action... System Response...
2. Select the Courses.
3. Select Print Certificate under Follow-up. | The Participant List will appear.

Participant List
&

Period Selection

Data Range ' [ to | '

Course Selection

() ualification

(Caourse Type | ~|
(&) Caurse IInstructur—Ied Training 'I
Ohject 1D ' [ =3

Particinant Selection

Participant Types |Employee -/

Personnel Murnber to
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Your Action... System Response...
4. Select the Instructor-led Training for the
Course from the drop down box.

5. Select the ) for Object ID.

The “Choose plan version” window will

appear.
- ==
Participant List
(4 fdEIC@@ EHE 048 ER 0B
Participant List
@
| Period Selection
Date Range [ to [
| Course Selection
(®) Qualfication
() Course Type
Lol EE Plan Version | current plan -
Object ID
%]
| Participant Selection
Participant Types ‘Empluyee A
Personnel Number I to I
4
Your Action... System Response...
6. Select the E box for Current Plan. The "Choose Course” screen will appear.
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[E Choose Course
|| Mame D Code valid from | V... L
* = Event groups wj pertinent event typs -
¥ =4 SOMS Catalog L 40000125 SOMS CATAL... 01/01/1200 Unlirm ™
* (O Dept of Employment Security {L 40000126 DES 01/01/1900 Unlim
] * 31 Finance and Administration CatiL 40000127 DFA 01/01/1900 Unlim |
_J' « [ GENMIE L 40000135 GEMIE 01/01/1900 Unlim
| » []5AAS L 40000136 SAAS 01/01/1900 Unlim
| + [J PROFESSIONAL DEVELOPML 40000137 DFA-PROFDEY 01/01/1200 Unlim
N + (3 sTIMULUS 360 L 40000138 STIMULUS 380 01/01/1900 Unlim
I v [ ACCESS CHAMMEL FOR EMEL 40000139 ACE 01/01/1900 Unlim
| + [ MATA/CONTRACT AWARD|L 40000140 MATA 01/01/1900 Unlim
| ~ < SPAHRS L 40000141 SPAHRS 01/01/1900 Unlim
I i EI SPAHRS MAMAGE COND 41005573 DFACW 01/01/1920 Unlim
i + [3¥| SPAHRS MANAG E 50000109  DFACW 04/22/2016 04/2:
I « [1[ | SPAHRS MANAG|E 50000116 DFACW 04/25/2016 04/2°
] - [J[ 1 SPAHRS MANAG|E 50000309 DFACW 04/25/2016 04/2¢
_J' + [J[ ] SPAHRS MANAG|E 50000310 DFACWY 04/28/2016 04/2F
if + [ | SPAHRS MANAG|E 50000315 DFACY 04/268/2016 04/2¢
i « [1[ | SPAHRS MANAG|E 50000321 DFACW 05/01/2016 05/0:z
| + [J[ | SPAHRS MANAG|E 50000540 DFACW 04/26/2016 04/27
| + [J[ ] SPAHRS MANAG|E 50000541 DFACWY 04/28/2016 04/27
+ [ | SPAHRS MAMNAG|E 50000558 DFACY 04/27/2016 04/2f
’ @ SPAHRS HUMAN RESOUD 41005574 DFAHR 01/01/1990 Unlim
<« n “r 4 — 0
MiEE R
Your Action... System Response...
11. Place a check in the box to select the
class.
12. Select the |F| box.
13. Select the @ execute button on the top The Participant List will appear.
of the screen.

Parficipant LisE
Fa2Ty @ afpre @Eas O

Participant List

Selection Period: 01/01/1800 - 12/31/9999
Total Participants: 1

DelMethod Long Ohiject ID Course/Qualification Marne Start date End Date Participan Attendee I First Mame
Instructor-led Training 50000111 BASIC SUPERYISCRY COURSE - CEMTRAL 04/11/2016  04/15/2016 P 320581931 Catherine
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Your Action...

System Response...

14. Select the Word Processing Icon (‘@).

The Word Processor Settings screen will

appear.

= wWord Processor Settings

Wiord Processar Settings

(®)Form letter processing with MS Word

(_JCreate document

Further Settings for 'Creating Docurnents'

[DInclude calars
[)5tart M5 Word

[rem—

V][]

Your Action...

System Response...

15. Select Form letter processing with MS
Word and select the@'.

The MS Word Settings will appear.

[ MS Waord Settings

se mail merge fields for

inew Word document

icurrent Word docurnent

existing Word docurnent

Azsign passwiord to mail merge file

(own password

[ iGenerate password

[ o passward

[A]=)
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Your Action...

System Response...

16. Select existing Word document and no
password and select the[F].

The “Open MS Word file” screen will appear.

" Dpen M5 Word file
Lock in: | |, 54P GUI - @22E,)
= Marme | Date modified | Type
-";} Mo items match your search,
Recent Places
Desktop
=1
Libraries
LY
Camputer
w
Metwork
i) L
File narme: ! v/ Open
Files of wpe: [word document [*.doc) v
H
Your Action... System Response...
17. Locate the template stored on the Once the template is selected, the system will
computer. open the template.
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H - S
HOME  IMSERT  DESIGN  PAGELAYOUT  REFERENCES

MALGIC COURSE COMPLETION CERTIFICATE doc [Compatibility bode] - Woard

ul N -
EI L_EI ’El F. |—|é D D B =5 DE;' Rules «@) M 41 > M D_)
) & N = - S Match Fields [ Find Recipient "
rvelopes Labels | Start bail  Select Edit Highlight Address Greeting Insert Merge Prewview Finish &
kerge = Recipients = Recipient List | Merge Fields Block  Line Field = Results B}Ch“k far Errars herge =
Create Start Mail Merge Wirite & Insert Fields Preview Results Finizh

FAAILIMGS REWIEY WIEY

MississIPPI DEPARTMENT

OF

FINANCE AND ADMINISTRATION

MississiPpPl MANAGEMENT AND

REPORTING SYSTEM

CERTIFIES THAT

«Attendee_First_Name» «Attendee_Last_Name»

Your Action...

System Response...

18. Select the drop down arrow on the Finish
& Merge button.

19. Select Edit Individual Documents.

The Merge to New Document screen will
appear.

Merge records

e F — -

{ Merge to New Document | ? ﬂhJ

o Al
) Current record
) From: To:
’ 014 ]I Cancel

e

Your Action...

System Response...

20. Select All.

A new Word document will open with all of
the attendees and course information
included
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